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Review Existing 
POs in GEARS

Analyze POs to see 
which POs qualify to 

Close

Notify DPCA (Procurement) 
which POs to be closed or 

other appropriate action as 
requested

(via email to DPCA)

Tip Sheet
Searching 
for POs by 

PCA and PO 
Status

Task Complete

Important!
DPCA (Procurement) will close your PO 
(and any associated Requisitions) and 
release the money back to the budget.

Important!

POs that have NOT been Dispatched include:
- POs created in GEARS by mistake or no 

longer needed
- PO Status may include  – Approved, 
Canceled, Denied, Pending Approval

- POs with Budget Error

*Analyzing POs with NO activity to see if any 
are eligible to be closed should be a part of 

your ongoing Monitoring Procurement 
Documents routine.

Important!
Pull information by PCA and PO 

Status (Approved, Cancel, 
Denied, Pending Approval)

Use the 
Purchase 

Orders 
(Search 

PCA)
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